[Company Logo]   [Company Name]
OFFER LETTER
	Ref. No.:
	[Reference Number]

	Date:
	[Date]

	Candidate ID:
	[Candidate ID]



To,
[Candidate Name]
[Candidate Address]
[Email Address]
Subject: Offer of Employment – [Designation] ([Grade])
Dear [Candidate Name],

Congratulations! Following our discussions, [Company Name] is pleased to offer you the position of [Designation] at grade [Grade] in our [Department] practice. Your base location will be [Work Location] and you will report to [Reporting Manager]. Your expected date of joining is [Date of Joining].
Compensation
	Component
	Annual (₹)

	Fixed Pay (Basic, HRA, allowances)
	[Amount]

	Employer PF Contribution
	[Amount]

	Gratuity
	[Amount]

	Target Variable Pay
	[Amount]

	Total CTC
	[CTC]



A detailed salary breakup will be shared with your appointment letter. Variable pay is linked to individual and company performance and is paid as per the applicable plan.
Conditions of this Offer
1. Background verification: This offer is subject to satisfactory verification of your education, previous employment, address and identity through our authorised agency. Any material misrepresentation may lead to withdrawal of the offer or termination.
1. Confidentiality and IP: On joining you will sign the company's Non-Disclosure and Intellectual Property Assignment Agreement. All code, designs and work product created in the course of employment will belong to the company.
1. Deployment: Based on business needs you may be assigned to client projects at our offices or client locations in India, and to shifts aligned with client time zones. Applicable shift allowance and transport will be provided as per policy.
1. Acceptable use: You will be required to follow the company's information security and acceptable-use policies for laptops, email, code repositories and client systems.
1. Previous employer: You confirm that you are free to join and will not bring any confidential information or code belonging to a previous employer.
Joining Formalities
Please bring your educational certificates, relieving letter or resignation acceptance from your current employer, last three months' payslips, PAN, Aadhaar (last 4 digits / masked copy), UAN and bank details. Your probation and notice period of [Notice Period] will be as stated in the appointment letter.

Kindly sign and return a copy of this letter by [Date] to confirm your acceptance, failing which this offer will lapse.

We look forward to having you on board.

Warm regards,

	______________________________
For [Company Name]
[HR Name]
Talent Acquisition
	______________________________
Accepted by
[Candidate Name]
Date: [Date]
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